Approval Management

The Approval Management Page allows supervisors to make an approval decision (approve,
reroute, recall/return, not approve) on case or provider work that has been approved by a
worker and forwarded to the supervisor. Supervisors can also reroute approvals for which
their workers have been part of the approval chain.

To access Approvals Management, go to Utilities>Approval Management.

3 eWiSACWIS - Microsoft Internet Explorer provided by DHFS - State of Wisconsin

eWiS AC\W,

Cieate  Maintain

Help
SFCARS -
Caitlin Cake's [ e

¥ Date Restricted Change Archival Group

b Ticklers Cl& Confirmation R epart
b Cases Delete Person
b B Person Merge
b Workers Perzon Merge Delete
Flacement Cormection
b Appravals
Program Assignment
b Intakes
Search
Tickler b anagement
View Message Log
[&] Dore |_|_|_|_|ng Trusted sites v

Approvals Management
12/30/05 1




Manage My Pending Approvals

1. The Approval Management page displays defaulting to the ‘Manage My Pending
Approvals’ view. The Worker drop-down list defaults to *‘All’. The supervisor can
toggle between the “Manage My Pending Approvals’ list and ‘Reroute Worker
Approvals’ by selecting the appropriate radio button. The supervisor may also
choose to view “All’ pending approvals for the supervisor’s workers or approvals
specific to an assigned worker by selecting the drop down list next to “Worker’ in the
Approval Activity Group Box.

There is also an auto sort feature with each column in Manage My Pending
Approvals Group Box. The triangle next to the C/P is currently sorting by case
first and provider second. By clicking on the C/P column, the system will sort
providers first and cases second. The auto sort feature works the same way for the
rest of the columns.
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Approval Activity
% Manage My Pending Approvals Warker: All LI

1 Reroute Worker Approvals

—Manage My Pending Approvals
CIP a  CaselProvider Mame (|0} Wark Type Warker Approval
Date

T Casze Abby, At (20273) Placetnert End  (Cannot Mot Approve) Daizy, Dan 1001 572004
[T Provider Address, Physicalpstone (9221064)  Home Provider License Fox, Frank 1 20972005
T Provider Agency, AA4 (20170) Paymernt Recuest Fir, Fran 0852072001
[T Provider Jackson, Joe (9221112) Private Provider Daizy, Dan 1 20652005
[T Provider McGwire, Sally (20193) Paymernt Recuest Thomas, Rok 092272004
[T Provider Mike Piszza (201581) Paymernt Recuest Daizy, Dan 081972004

* ttems marked with an asterisk cannat be approved from this page. Click the link in the Wiork Type column to access this piece of work directly.
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2. The supervisor can view specific pieces of work by selecting the ‘Work Type’
hyperlink corresponding with the Case/Provider Name. The supervisor can also
individually approve that specific piece of work while viewing it through the normal
‘Approval Process’ (see ‘Approval’ Quick Reference guide).

Note: Items marked with an (*) asterisk can only be approved by clicking on the Work
Type hyperlink and approving the work from within the specific piece of work.
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Approval Activity
¥ Manage My Pending Approvals Worker: Al ﬂ

1 Reroute Worker Approvals

—Manage by Pending Approvals
CIP . CaselProvider Mame (10 WWork Type Wiorker Approval
Date

[T Case Abby, At (20273 Placement End (Cannot Mot Approve) Drsisy, Dan 10152004
[T Provider Address, Physicalpstone (9221064)  Home Provider License Fox, Frank 120972005
T Provider Agency, AA&4 (20170) Payment Request Fir, Fran 052072001
[T Provider Jackson, Joe (9221112) Mclick to open the Work Type| Draizy, Dan 1200672005
[T Provider McGwire, Sally (20193) Payment Reguest Thomasz, Fok 092272004
[T Provider Mike Piszza (20151) Payment Request Daizy, Dan 051972004

* lems marked with an asterisk cannct be approved from this page. Click the link in the Work Type column to access this piece of work directly.
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3. Multiple pieces of work can be addressed at the same time by checking off the box to
the left of each piece of work. When this is done, the Approval Decision Group Box
will become enabled.
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The Supervisor will be able to Approve, Reroute, Recall/Return, and Not Approve
multiple pieces of work at the same time. The Clear hyperlink will clear out the
current Approval Decision selection.

ided by DHFS - State of
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Approval Activity
¥ hWanage My Pending Approvals Worker: Al :I

™ Reraute Yvarker Approvals

—Manage by Pending Approvals
CIP «  Case/Provider Marme (100 Work Type Wiorker Approval
Date

[T Case Abby, Art (20273) Placement End (Cannot Aot Approve) Draisy, Dan 10052004
¥ Provider Address, Physicalpstone (9221064)  Home Provider License Fox, Frank 12109/2005
V¥ Provider Agency, AAAL (20170) Payment Reguest Fir, Fran 05202001
¥ Provider Jackson, Joe (3221112) Private Provider Drsisy, Dan 1 2106/2005
[T Provider McGwire, Sally (20193) Payment Reguest Thomas, Rok 0842242004
[T Provider Mike Piazza (20151) Payment Reguest Drsisy, Dan 05M9/2004

* ltems marked with an asterisk cannat be approved from thiz page. Click the link in the Wark Type column to access this piece of work directly.
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5. If the Supervisor chooses to Reroute the selected pieces of work, an *Other’ Hyperlink
will appear. The Supervisor will be required to Search out the Supervisor in which the
work will be rerouted to.
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Approval Activity

¥ hWanage My Pending Approvals Worker: Al :I
" Reraute Yvarker Approvals
—Manage My Pending Approvals
CIF a  CaselProvider Mame (D) Wark Type Warker Approval
Date
[T Case Abby, Art (20273) Placement End (Cannot Aot Approve) Draisy, Dan 101572004
V¥ FProvider Address, Physicalpatone (9221064)  Home Provider License Fox, Frank 12109/2005
V¥ Frovider Agency, AAA (20170) Payment Reguest Fir, Fran 0852002001
¥ Frovider Jackson, Joe (9221112) Private Provider Draisy, Dan 1 206/2005
[~ Provider McGwire, Sally (20193) Payment Reguest Thomas, Rok 094222004
[~ FProvider Mike Piazza (201511 Payment Reguest Draisy, Dan 051972004

"npprwal Decision

* ttems marked with an asterisk cannat be approved from this page. Click the link in the Wiork Type column to access this piece of work directly.

 ppprove @ Reroute O RecalReturn 0 Mot Approve  Clear Supervizor  Amy Johnson  Other

|@ Done

T
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6. Select Save and Close. The screen will return to the Approval Management window.
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Reroute Worker Approvals

A Supervisor can reroute pending approvals for an existing worker to another worker assigned to
the same supervisor.

1. The Supervisor will need to go to Utilities>Approvals Management and select the
Reroute Worker Approvals radio button.

2. Select the worker from the drop down list from whom you want to reassign pending
approvals from.
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3. Once the worker has been selected, all pending approvals will populate in the Reroute
Worker Approvals Group Box.

4. The Supervisor can Select All or select individual pieces of work to be rerouted in the
Reroute Worker Approvals Group Box. The Supervisor can also look at the individual
pieces of work by selecting the Work Type hyperlink next to the associated
case/provider.
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Approval Acthity
& Manage My Pending Approvals ‘Wiorker:

Fox Frank

¥ Reraute Yarker Approvals

— Reroute Worker Approvals
[T sSelectan  Casef Case/Pravider Mame (1D} Wark Type Creation Date
Frovider

O Case Adopted, Alvin (9221301) Termination of Case Plan 094072005 -
O Caze Ashland, Frida (9221256) Aszessment 111072004
O Case Brooks, Brenda (20239) Family Azsessment 106272004
O Caze Brooks, Brends (20239) out of Home Safety Plan 002002004
O Case Brooks, Brenda (20239) Safety Analysis and Plan 1002002004
O Caze Brooks, Brends (20239) Safety Assessment 1002972004
O Case Lee, Linda (20240) Case Closure 100052004
O Caze Mooretest, Jenniter (9221169 Aszessment 002002004
O Case Mooretest, Jennifer (9221165) Azsessmert 1002272004
O Caze Mooretest, Jenniter (9221169 Aszessment 1002272004
O Case Mooretest, Jennifer (9221165) Family Azsessment 0962004
M Caze Mooretest, Jenniter (9221169 Legal Documertation 0901072004 ﬂ
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5. Once the Supervisor selects the pieces of work to be rerouted, a Select Worker hyperlink

will appear at the bottom of the page. Search out the worker for whom the work should

be rerouted. Select Save.
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[T sSelectan  Casef Case/Pravider Mame (1D} Wark Type Creation Date
Frovider
= Case Brocks, Brends (20239) out of Home Safety Plan 002002004
Ird Case Brooks, Brends (20239) Safety Analysiz and Plan 1 0i2002004
= Case Brocks, Brends (20239) Safety Assessment 1002972004
O Case Lee, Linda (20240) Case Closure 1 0i05/2004
O Case Mooretest, Jennifer (9221169 Assessment 002002004
O Case Mooretest, Jennifer (9221165) Azsessmert 1002242004
O Case Mooretest, Jennifer (9221169 Assessment 1002272004
O Case Mooretest, Jennifer (9221165) Family Azsessment 081 6/2004
O Case Mooretest, Jennifer (9221169 Legal Documertation 0901 072004
O Case Mooretest, Jennifer (9221165) Legal Documertation 100262004
O Case Mooretest, Jennifer (9221169 Legal Documertation 111052004
M Case Mooretest, Jennifer (9221165) Legal Documertation 11002004 :I
Select Receiving Worker
|7Rer0ut3 to Angel Abby Select Worker
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6. A pop up message will appear with the following message, “This will reroute the
approval history for the selected approvals to the identified worker. Do you wish to
continue?”....select yes. The screen will return to the Approvals Management page.
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This will reroute the approval history for the selected approval{s) to the identified

worker. Do you want to continue?
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